TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

SIGN IN VIA ESS OR CLICK ON TIME AND ATTENDANCE URL
USER NAME IS EMPLOYEE ID NUMBER, FIRST TIME PASSWORD IS EMPLOYEE ID NUMBER

..
o tyler
Time & Attendance

Sign in to your account

202241 2023 Tyler Technologies, Inc.

ON LEFT SIDE UNDER CLOCK IN/OUT TAB, CLICK ON CLOCK IN.

’
¢ Time & Attendance TEST ENVIRONMENT

Employee actions

MUNA, KENAMAR v | @ /' 3§ Employee Clock in/out Tuesday, May 23 2023

Clock In/out

My calendar
4(:145|:|11| PM

Timesheet entry
Edit time v

Time summary
Your availability status is Unknown

Benefits summary Change to | Select. v

Benefits calendar Today's Messages

Time-off request & Please have your time approved so you can get paid!

&WORKFLOW SERVICES ARE NOW WORKING, ALL ABOARD THE WORKFLOW TRAIN.
Hours request

THE AVAILABILIITY STATUS CHANGES TO CLOCKED IN.

s Time & Attendance TEST ENVIRONMENT

Employee actions

B [MUNA KENAMAR ~ | @ # 3K Employee Clock infout Tuesday, May 23 2023 5:01:44 PM

Clock Infout

S /01144 PM
=

Timesheet entry
Edit time v

Time summary

Your availability status is [iGEKEaN
Benefits summary Change to | Select ~
Benefits calendar T

Time-off request A Please have your time approved so you can get paid!

o) WORKFLOW SERVICES ARE NOW WORKING, ALL ABOARD THE WORKFLOW TRAIN
Hours request

Time approval



TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

YOU CAN CLOCK OUT FOR LUNCH OR AT END OF THE DAY. STATUS SHOWS CLOCKED OUT.

& Time & Attendance TEST ENVIRONMENT

Employee actions

MUNA, KENAMAR v | @ # XK Employee Clock infout Tuesday, May 23 2023 5:03:02 PM
Clock In/out

My calendar

5|:103]:/01| PM

Timesheet entry

Time summary

Your availability status

Benefits summary Change to Selecl..

Benefits calendar Today's Messages

Time-off request @ Please have your time approved s you can get paid!

ofld WORKFLOW SERVICES ARE NOW WORKING, ALL ABOARD THE WORKFLOW TRAIN.
Hours request

Time approval

Time & Attendance

Supervisor actions

MUNA, KENAMAR v | ¢ #° XK Employee Time Maintenance Tuesday, May 23 2023 5:05:03 PM
(HILEEN Y PREVIOUS PERIOD
Employee time summary Pay Period: 05/21/2023 00:00 - 06/03/2023
Manage time-off
4.02 0.00 0.00 (0.00) 0.00 0.00 0.00 4.02

Wanage hours request Showing (20 v | per page; 1 total records gy —s'

L

Employee time maintenance Actions Rules Day Date % ;n  out Type Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Shift BL - GL

Who is here? 7@ o Tue 05/23/2023 0729 1130 20

(HOURLY) 402 0.00 402 402 402 0.00

Transaction audit Showing (20w | per page; 1 total records

‘Add New Time Entry | Add New Clock in/out Entry
GeoData audit L

Approval audit

Attendance audit

CLICK ON TIME SUMMARY TO VIEW HOURS SUMMARY BY DAY. (SHOWS TIMESHEET ENTRY)



My calendar

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

YOU CAN CLICK ON TIMESHEET ENTRY TO ENTRY AUSTERITY PAY CODE, ANNUAL LEAVE PAY CODE OR

TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
M-h Pay Period: | 04/23/2023 - 05/06/2023 v

[ resur | ovrne | “oects | oeteton | rrg | —over—|_amom | o |

72.00 0.00 0.00 (0.00) 0.29 8.00 0.00 80.00

showing (20~ | per page; 13 total records g
NOTE: Time Entries for this pay period have been exported to payroll and are only available to view through the History tabs of Time Inquiry or Timesheet Approval
+
=

Rules Day Date “in out Type Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Shift PL 6L Allocatid

Account Account Code

(] Mon 04/24/2023 (AUSTERITY) 8.00 0.00 8.00 8.00 8.00 0.00
i ] Tue 04/25/2023 08:20 16:30 :ImURLY) 8.25 0.00 8.25 16.25 16.25 0.00
[ ] Wed 04/26/2023 07:39 16:30 JEEURLYJ 875 0.00 8.75 25.00 25.00 0.00
[ ] Thu 04/27/2023 07:46 11:30 :ISgURL\') 375 0.00 375 2875 2875 0.00
(] Thu 04/27/2023 12:33 16:30 ;ISgURLY) 4.00 0.00 7.75 3275 3275 0.00
[ ] Fri  04/28/2023 07:47 15.00 :IggURL\‘) 7.28 0.00 7.25 40.00 40.00 0.00

SICK PAY CODE, ETC.

Clock in/out

My calendar

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

PREVIOUS PERIOD

Pay Period: 05/07/2023 - 05/20/2023

Some Time Entries were not duplicated due to restrictions on the Pay Code

oo
© sctions Date i StartTime | i EndTime [HH-N?A:'::THMM] Amount [0.00] Type Allocation Cd
B @ Mon osos202a B (0730 © Hours 365 (AUSTERITY) ]
|8.00 300 (ANNUAL LEAVE)
s B
Tue 0s/00/2023 12:35 16:30 ® Houre
wed (050208 [ 0 @ Hous
Thu 05112023 0 07:30 15:30 ® Hours ) (HOURLY
Fi fosiznoz B oso ® Houre
Fii 05/12/2023 2§ 07:30 15:30 ® Hours

AN EXEMPT EMPLOYEE CAN HAVE DEFAULT TIME SHEET AND ENTER AND SAVE TIME INSTEAD OF

CLOCK IN/OUT.

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

IURRES"2ALAS, FRANLES 1RV 1Y A

Pay Period: 05/21/2023 - 06/03/2023

o
- Duration
Actions i i
° Date Start Time End Time [HH-MM or HH.MM] ‘Amount [0.00] Type Comment
- )
* [ @ Mon 0522203 T [07:30 = o | 120 (APPOINTED) v
. ® Hours
* 5/ " 730 120 (APPOINT -
D@ Tue [o5/232023 T  [073 200 20 (APPOINTED)
®
* @ Wed oszazozs 3 (o730 )HSD:U'S ] 120 (APPOINTED) ~
®
* s Thu |05/25/2023 07:30 ® Hours 120 (APPOINTED) -
8.00
®
* D@ Fi osze2023 W (0730 H:;’U's ‘ 120 (APPOINTED) -
@
U Mon (052902023 7  [o7:30 v o 120 (APPOINTED) -
8.00
® Hours
- i/ 1 - ~
D@ Te oszo20z B o730 a0 | 120 (APPOINTED)
®
* [ @ wed osme: B [0730 Hgo:és 120 (APPOINTED) -
® Hours
“ s/01/2023 T [07:30 120 (APPOINTED -
DO T 3 | 500 | ( )
@
* M@ Fri ez I [0730 H:;‘;S 120 (APPOINTED) -

05/07/2023 - 05/20/2023 v _h‘- nesheet from history I= =I I ’ _

IF EXEMPT EMPLOYEE HAS NO DEFAULT TIMESHEET ASSIGNED, ENTER START AND END DATE BY DAY.

YOU CAN USE THE PLUS BUTTON OR DUPLICATE BUTTON TO ADD DAYS



TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

Time & Attendance TEST ENVIRONMENT

Employee actions

Til heet Enti 00"
Clock infout shimpalosidrliof Tuesday, May 23 2023 5:00:10 PM

My calendr cunmrmnon

Pay Period: 05/21/2023 - 06/03/2023
Time card inquiry

Timesheet entry

Duration

© Actions i StartTime | i EndTime
Time summary [HH:MM or HH.MM]

Amount [0.00] Activity Codes|

.
* [ @ Tue 05232023 T [0730 | (0730 | $:Hous, [105 (EXEMPT) <]

[ Ik PPl kR Puplicate timesheet from history m m

Benefits summary
Benefits calendar
Time-off request
Hours request

Time approval

CLICK ON SAVE BUTTON ON BOTTOM OF PAGE TO SAVE TIMESHEET ENTRIES.

My calendar

Time card inquiry PPay Period: 05/07/2023 - 05/20/2023

Timesheet entry ano

ation
HH.MM]

Time summary Actio Start Time

Benefits summary 105/08/2023
S 0O . s 3 ]

05/10/2023 |} Saving the timesheet will result in 120 (APPOINTED =
overriding any previously entered

Time-off request

B @ T osne M approvals. Days 120 (APPOINTED, Al
Are you sure you want to save?
o E—

Yes

Time approval 0@ Mon o320z [ No S [120 (APPOINTED) v
: e : (APPOII

20224.1 ©2023 Tyler Technologies, Inc.

FOR APPOINTED PAY CODE, ONLY NEED TO ENTER TOTAL HOURS BY DAY. THEN ABLE TO VIEW IN TIME
INQUIRY.

alendar
e it

Time card inquiry Pay Period: 05/07/2023 - 05/20/2023

Timesheet entry

e © Actions Date i StrtTime | i EndTime | J’J"(’)"":":‘ My | Amount [0.00] Comment
(o) ® Days
Bonefits summary 05/08/2023 1% 07:30 | ] 0 . 120 (APPOINTED)
B @ Tue 05002023 T (0730 | Hours 120 (APPOINTED) v
Benefits calendar 8.00
\ @) Days
05/10/2023 40 07:30 | | 000 L | 120 (APPOINTED) ™ |
Time-off request ® Hours
D@ T os11/2003 T (o730 | 8.00 120 (APPOINTED) v

Hours request fosnzrzors O) ® Days
12/ i 7.
05272023 —-— oun =

120 (APPOINTED) v l

Time approval B @ Mon osns2023 T (0730 | ~ H::‘;S 120 (APPOINTED) T
0371612029 - o 3 |

D@ wed os172023 T (0730 | * N::‘;s 120 (APPOINTED) =
I 0 (eronTeo) 3 |

B @ Fi osnozo2s T (o730 | b HB"B‘;S 120 (APPOINTED) v

[ove ] e .

TIME CARD INQUIRY SHOW HOURS BY DAY AND TOTAL BY EACH WEEK AFTER SAVE.
4



My calendar

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
==

Pay Period: 05/07/2023 00:00 - 05/20/2023

Regul Overtime | Benefil

72.00 0.00 0.00 (0.00) 0.00 800 0.00 80.00

05/08/2023 365 (AUSTERITY)

OF
PERSONNEL)

9051

= o Wed  05/10/2023 120 (APPOINTED) 8.00 0.00 g)F'“ECTOR

PERSONNEL)

i
°

Fri 05/12/2023 120 (APPOINTED) 8.00 0.00

= @ Tue  05/16/2023 120 (APPOINTED) 800 000 8.00 5600  0.00 g)FmEcmn

PERSONNEL)

TIME CARD INQUIRY SHOW HOURS BY DAY FOR CLOCK IN/OUT AND RUNNING TOTAL BY EACH WEEK.

Clock in/out

My calendar

Time card Inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

CURRENT PERIOD  PREVIOUS PERIOD IBTRICIAY

Regular

Pay Period: | 04/23/2023 - 06/06/2023 v |

Benefits Deduction | Rounding Other Amount Total

72.00 0.00 0.00 (0.00) 0.29 8,00 0.00 80.00
Showing 20 v |per page; 13 total records  gppy
NOTE: Time Entries for this pay period have been exported to payroll and are only available to view through the History tabs of Time Inquiry or Timesheet Approval
+

Rules Day Date Type

Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Shift PL Gl Allocatic
Account Account Code

[ ] Mon 04/24/2023 (S:SSTERITV) 8.00 0.00 8.00 8.00 8.00 0.00
o Tue 04/26/2023 08:20 1630 %0 825 0.00 825 1625 1625 000
(/] Wed 04/26/2023 07:39 16:30 ;P?gURLV' 8.75 0.00 875 25.00 25.00 0.00
o Tha 0472772023 07:46 1130 (68, ) 375 000 375 2875 2875 000
[/ ] Thu 04/27/2023 12:33 16:30 ;P?gUHLV) 4.00 0.00 7.75 32.75 3275 0.00
o Fri 04/28/2023 07:47 1500 %% 725 000 725 4000 4000 000




TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

APPROVALS

APPROVALS ARE COMPLETED UNDER THE PREVIOUS PEROD TAB. NOTE PAY PERIOD DATES.

ONCE TIME REVIEWED AND COMPLETED, CLICK ON TIME APPROVAL BUTTON LEFT SIDE.
ENTER INITIALS IN BOX AND CLICK ON ‘APPROVE AND SUBMIT’ BUTTON.

y Carenuan

Time card inquiry

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

previous perion L

Pay Period: 05/07/2023 00:00 - 05/20/2023

Regular  Overtime  Benefits  Deduction Rounding  Other Amount  Total
72.00 0.00 0.00 (0.00) 0.00 8.00 0.00 80.00
Initials:[VET |  [JFSSE—_—"

Please enter your initials and click the approve button. MUST HAVE Time approved by employee and supervisor!!

Showing [20 v | per page

9051 (DIRECTOR OF
Mon 05/08/2023 (Austgm o PERSONNEL)

=t 9051 (DIRECTOR OF
[N ] Wed 05/10/2023 mpPOINTED) 8.00 4.00 000 | BERSONNEL)
. 9051 (DIRECTOR OF
= me Fri  05/12/2023 ( APF‘OINTED] 8.00 4000 000 CrreoNNEL)
@ e Tue 05/16/2023 f APPOINTED) 8.00 ggsn'lsngEE')rORoF

9051 (DIRECTOR OF

REGULAR HOURS DISPLAY IN BOX IN APPROVAL BOX. ALSO, THE EMPLOYEE COLUMN NOW SHOWS
GREEN CHECK SINCE APPROVED.

Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

Regular Overtime Benel Deduction Rounding  Other Amount Total

72.00 0.00 0.00 (0.00) 0.00 8.00 0.00 B80.00

‘Submitted: 05/23/2023 17:39:42

Please enter your initials and click the approve button. MUST HAVE Time approved by employee and supervisor!!

Showing [20_v | per page; 10 1otal records grmy =3

* In Out Type Daily Total Time

Mon 05/08/2023 9051 (DIRECTOR OF

(Ausrsm 80 o PERSONNEL)

= III-II------_I---
= @ e Wed 05/10/2023 (APPOINTED 8.00 4.00 :gﬁngét:méguwp

=] lll-ll------_l- -
= me Fri  05/12/2023 (APPDINTED) 8.00 40,00 gtésnwmﬁmnar ® o
=] III-II----- e 0 e
= me Tue 05/16/2023 mppomrsm 8.00 6.00 ggsngo E:‘:‘:‘EE'LL")TOROF ® o
hid III-II------_I- o
= @ e Thu 05/18/2023 [APPOINTED) 8.00 72.00 zgsgmigunm o o




TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
FUTURE TIME OFF REQUESTS

CLICK ON BENEFIT SUMMARY LEFT SIDE TAB TO VIEW ANNUAL AND SICK BALANCES

% Benefits Summary x  + i - o X

€« C @ executimedof.gov.mp7140/ExecuTime/BenefitsSummaryTotal do?roleBasedTaskld =4 aww 0@ :

*Z»  Time & Attendance SRR BN

Employee actions Supery 1 Reporting ystem

2486 DAVIS v| & F 3 Benefits Summary Friday, May 26 2023 11:44:12 AM
e o
My calendar Employee: DAVIS, SHALEE M (4486) [}
Time card inquiry Actions Benefit Type Benefit Description Current Balance Days/Hours  Approved Pending Remaining Acc. Type
2@ LEAVE 120,50 Hours 0.00 0.00 40,00 8050 Pay Period
Timesheet entry
2@ sick 97.00 Hours 0.00 0.00 0.00 97.00 Pay Period

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

fechnologies, Inc

CLICK ON TIME OFF REQUEST LEFT SIDE BUTTON TO SUBMIT FUTURE REQUESTS.

% Employee Time-Off Request x aF v - X

« C @ executimedofgov.mp:7140/ExecuTime/MyTimeOffRequestListaction?roleBasedTaskid=6 a @ « 0@

*¢ Time & Attendance TEST ENVIRONMENT

Employee actions

4486 DAVIS ~ | #* 3 Time-0ff Request Friday, May 26 2023 11:44:34 AM
Clock injout Employee: DAVIS, SHALEE M (4486) =

ot ¢ s . E Creatio
[U— © actions Employeeid  Name Day tart time Duration ~ Type Status reation date Comment

No time-off requests.
Time card inquiry

Comment
Timesheet entry

Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

javascriptvoid(0); echncioges, inc



TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
ENTER START AND END DATE FOR EACH DAY. ENTER NUMBER OF HOURS IN BENEFIT TIME FIELD.

% Employee Time-Off Request x  + w - X
« C @ executimedofgov.mp:7140/ExecuTime/TimeOffRequestAdd.do a @ « 0@
B (4286 DAVIS ~ | @ # 3 AddTime-0ff Request Friday, May 26 2023 11:49:04 AM
Clock injout

Employee: DAVIS, SHALEE M (4486)

My calendar
Benefit Type | —300 (ANNUAL LEAVE) v

Time card inquiry StartDate 05262023 4

Timesheet entry @ EndDate |05/26/2023 7

Time summary @ StertTime [07:30

@ Benefit Time [8.00 |l or o] Oaps sheutd be n sty format (0-99) nd minwies shouk ba i factions fermat (26, 50, 75 /o1 00)
Benefits summary

MUNIS LOCATION 1701 (SECRETARY OF FINANCE)
Benefits calendar
WORK GROUP 6000 (EXCEPTED SERVICE/CONTRACT)

Time-off request
JOB CLASS CODE 1676 (BUSINESS SYSTEM ANALYST)

Hours request Shift
Time approval Activity Codes
Allocation Code

PL Account

QQQQ

GL Account

Comment

c
CLICK ON SAVE, RECORD WILL BE DISPLAY WITH STATUS NOT APPROVED.
4 Employee Time-Off Request X - T e - =] X
&« c & executime.dof gov.mp:7140/ExecuTime/MyTimeOffRequestList.action Q B a o H

o .
*. Time & Attendance TEST ENVIRONMENT
S

Employee actions

9 (4285 DAVIS v| @ # 3 Time-Off Request Friday, May 26 2023 11:49:35 AM
Clock in/out Employee: DAVIS, SHALEE M (4486) =

Showing[20 v | per page; 1 total records
My calendar © Actions Employeeid  Name e Start time * Duration Type Status  Creation date Comment
Time card inquiry V- 4486 DAVIS, SHALEE M (4486) Fri 05/26/2023 07:30 800 ?Eﬂé’:?”““ © oz
Timesheet entry Comment

Showing 20w | per page; 1 total records
Time summary

Benefits summary

Benefits calendar

Time-off request

Hours request

Time approval

202241 ©2023 Tyler Technologies, inc



TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
SUPERVISOR APPROVALS

CLICK ON SUPERVISOR ACTIONS WHICH AUTOMATICALLY DISPLAYS DASHBOARD AND SHOWS
PENDING APPROVALS.
UNCHECK FILTER TO SEE PENDING APPROVALS FOR YOUR EMPLOYEES

% Supervisor Dashboard X +

& C @ executime.dof.gov.mp:7140/ExecuTime/Dashboard action?roleBasedTaskid=39 Qe %« 0O e H

Time & Attendance TEST ENVIRONMENT

Supervisor actions

MACARANAS EL(v | ® /" 3%  Dashboard Friday, May 26 2023 11:31:57 AM

Dashboard

Today’s Messages
Employee time summary

) Please have your time approved so you can get paid! My Pending Approvals
(CURRENT and PREVIOUS periods) : 1
Manage time-off & WORKFLOW SERVICES ARE NOW WORKING, ALL ABOARD THE B T i
WORKFLOW TRAIN. ehding Tkne Ot Requests

Manage hours request

Employee time maintenance

Who is here?
Set Who is Here Status o

Transaction audit

GeoData audit Your availability status is Unknown

Change 1o Select v
Approval audit

Attendance audit

Time approvals

THEN CLICK ON EMPLOYEE TIME MAINTENANCE ON LEFT SIDETO VIEW TIME SUMMARY
CAN CLICK ON PENCIL TO EDIT TIME, OR ON BUTTONS ON BOTTOM OF SCREEN ADD TIME ENTRY
RECORDS FOR EACH DAY.

% Employee Time Maintenance X 4+ ~ = X
&« c @& executime.dof.gov.mp:7140/ExecuTime/TimeEntryMaintenancePrevious.action Q & W a o H
Regular Overtime Benefits | Deduction | Rounding Other Amount Total
Manags ume-oft | Regulr_| Overime | Benefia | Deduction | Rounding | e | amourt | Toudl |
72.00 0.00 0.00 (0.00) 0.00 .00 0.00 £0.00
Manage hours request Showing 20| per page; 10 total records gy =%
Employee time maintenance i Date  + U i i i ift PL GL Allocation JOB CLASS  Commer
" Actions Rules Day In Out Type Time Logged Auto Deduction Daily Total Weekly Total Time Total Amount Shift fL. ~ GL = Allecation 408
< 1400
Who is here? /=0 e Mon 05/08/2023 csnbﬁemmm 8.00 0.00 B.00 8.00 8.00 0.00 (MANAGER,
! PAYROLL)
Transaction audit 1400
/7@ o Tue 05/09/2023 07:30 1530 EED:EMP.U 8.00 0.00 8.00 16.00 16.00 0.00 (MANAGER,
PAYROLL)
GeoData audit 1400
/=0 o Wed 05/10/2023 0730 1530 (So oo 800 0.00 800 2400 2400 000 (MANAGER,
Approval audit PAYROLL)
= 105 1900
Attendance audit /=@ o Thu 05/11/2023 07:30 1830 open 800 0.00 8.00 32.00 3200 0.00 gw;g&gﬂ
Time approvals . 105 1400
® /=0 o Fri  05/12/2023 07:30 1530 . 800 0.00 8.00 40.00 40.00 0.00 (MANAGER,
EXEMPT) PAYROLL)
= 105 1400
/= . [} Mon 05/15/2023 07:30 15:30 8.00 0.00 8.00 8.00 48.00 0.00 (MANAGER,
(EXEMPT) PAYROLL)
_ 105 1400
/=@ o Tue 05/16/2023 07:30 1530 oo o 800 0.00 8.00 16.00 56.00 0.00 (MANAGER,
( PAYROLL)
= 105 1400
s = . L] Wed 05/17/2023 07:30 15:30 8.00 0.00 8.00 24.00 64.00 0.00 (MANAGER,
(EXEMPT) PAYROLL)
_ 105 1400
/=@ o Thu 05/18/2023 07:30 1530 oo o 800 0.00 8.00 3200 72,00 0.00 (MANAGER,
( PAYROLL)
e 108 Hd
/=0 o Fri  05/19/2023 07:30 15:30 8.00 0.00 8.00 40.00 80.00 0.00 (MANAGER,
(EXEMPT) PAYROLL)

Showing (20 | per page; 10 total records




TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
CLICK ON TIME APPROVALS ON LEFT SIDE TO CAN VIEW TIME SUMMARY AND APPROVAL FOR EACH
EMPLOYEE. MAKE SURE TO CLICK ON PREVIOUS PERIOD TAB

g Timesheet Approwal Previous X+ = - a x
€« C @ executime.dof.gov.mp:7140/ExecuTime/SupervisorTimeEntryApprovallistPrevious.action a2 « 0@
Time & Attendance
Super
MACARANAS ELiw | @ # 3K Time Approval Friday, May 26 2023 11:33:43 AM
Emplayee time summary My Pending Approvals ) Unsubmitted Timecards

©  Employee: [MACARANAS, ELODA

Manage time-aft
o Pay Period: 05/07/2023 00:00 - 05/20/2023

Manage hours request Roglar  Ovotima  Benofts  Deduction Rounding  Other amount Total

7200 000 000 (0.00) 000 .00 0.00 80.00

Emplayes time maintenance

Whe is here? Submitted: 05/20/2023 16:23:50

Approval Type: [Approver ] Initials: Camment;
Transaction audit

P—— =3 3

Please enter your initials and click the apprave button. MUST HAVE Time approved by employee and supervisor!!
Approval audit

Pay Pariod Approval
Anndance audit Regular Time Emgloyee Appravers

72.00 sd

Time approvals

388 -
(AUSTERITY) PAYROLL)

. - ane 1400

ENTER INITIALS UNDER APPROVAL TYPE APPROVER AND ANY COMMENTS AND CLICK ON APPROVE.

fh Timesheet Approval Previous X 4 Vo= a b4

« C @ executimedof gov.mp:7140/ExecuTime/SupervisorTimeEntryApprovalListPrevious. action a @ & 0@ :

faneg e an Pay Periodt: 05/07/2023 00:00 - D5/20/2023

use  Overtime  Benefts  Deduction  Rounding Amount  Total

7200 000 000 (0.00) 0.00 800

Manage hours re

Emplayee time mainter

Submitted: 05/23/2023 17:39:42
Wno is here?

Approval Type: [Approver v | Initials: [VEM. Gomment [WGR APPROVEDD
Transaction audit
P E=REs

Please enter your initials and click the approve bution, MUST HAVE Time approved by employes and supervisorl
Approval audt

Pay Pariod Approval
Attendance audit Reqular Time Emplayee: Approvess
T 7200 VT
ime approvals
Shewing 20w | per page: 10 totel records gy —gs'

Time Logged Auto Deduction Daily Total Waekly Total Time Total Amount JOB CLASS CODE  Shift Comment Employes Approvers

Pl 051 (DIRECTOR

o Mon 05/08/2023 TsTERTY) 890 am B0 800 so0  opo g leeroe % ©
/=@ e Tue  05/09/2023 {arromTen) &% 000 B0 1600 woo oo oTITERCER %2 O
=@ ° Wed 05/10/2023 e — 000 B0 2400 o0 oo e fecTo 2 o
=@ e Tha 05/11/2023 taeonTeED) 800 .00 B00 3200 200 o JEREOR (] (1]
/=09 o fi 0sn2/202 Vireciren) | 800 000 800 2000 @ oo G OERCIR % ©
___________________________________________________________________________________________________|
/=0 e Mon 05/15/2023 {aeonTen) 800 .00 800 800 4800 000 3“75;5‘;’;5‘“"75"3 (V] o
=@ e Tue 05162023 Efgmwwm 200 Q00 800 16.00 5600 000 g';‘,‘r\géﬁﬁg'j (] o
=0 e Wed 05/17/2023 2 s 000 800 2400 6400  opo 951 (OIRECTOR (] o

AFTER APPROVAL, APPROVERS COLUMN WILL TURN GREEN.
g Timesheet Approwal Previous x 4+ b - a X

« C© @ executime.dof.govimp7140/ExecuTime/Supenviso WiyApprovalListPrevious.actionuserSelection=truefuseFilter=trueiselectedEmplo aw v 0@ :
OPM ~ /B Time Approval Friday, May 26 2023 11:40:03 AM
e “wmuspmm

Employss tine summary My Pending Approvals Unsubmitted Timecards

©  Employes: [Torres sacas Fances v 0| @ C

n it
Manage time-o Pay Period: 05/07/2023 00:00 - 05/20/2023

Manage hours request Rogular  Ovrtime  Benofs  Deduction Rounding  Other Amount  Total
Emplcysa tima maltsnance 7200 000 000 (0.00) 0.00 800 000 6000
Whois here? Submitted: 05/23/2023 17:39:42 Last Approved: 05/26/2023 11:38:26

Approval Type: (Rpprover | Initisls: Comment:

Transaction audit

GeoData sudit

Please enter your initsls and click the appreve button. MUST HAVE Time approved by employes and supenvisor!
Approval cudit

Pay Period Approval

Attendance audit Regular Tirme Employee  Approvers Approver Comments

Time approvals 7200 T VEM °

Showing[20_w | per page; 10 total records oy =rs”

ieekly Total Time Total
9051 (DIRECTOR

° srermy (20 oo o0 B 0m ) e o
rae=1 1 o Tue 05/08/2023 ;i:mlmm 800 000 BOD 1600 600 000 gi;gﬁmﬁ (] (]
/=@ e Wed 05/10720: Jr— ] 000 800 200 poo 05 (DIRECTOR o ©
/7@ e The 051172023 o (6 000 B0 3200 mo0 oo 30 (OReCTOR e o

anes imperTo . .




TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

Bulk Approvals for Supervisors/Timekeepers

Under the Supervisor Actions column click on Employee time summary

Time & Attendance

Supervisor actions

|Fs v| #* / 3%  Employee Time Summary (Filtered Employee Re

Dashboard RIS AS 08 PREVIOUS PERIOD  HISTORY

Employee time summary
of 2 at per page; 25 total recor

Manage time-off

=

Violations Employee Approver

Manage hours request

aoc 6 0 O
Employee time maintenance B - © o o
Who is here? a o o o o
Transaction audit a - 0 (1] (1]
GeoData audit a o ® (1]
Approval audit a - 0O (1] (1]
Attendance audit a o & (1] O
Time approvals a o O o 0
ac 6 0 ©0
ao-c 6 0 O
aoc & 0 ©O
ac 6 0 O
aoc 6 0 O
ac 6 0 ©0
Bao_ % O0 o

Click on All Checkbox if you want to select all or simply click on the checkbox on which rows you want to
approve for.
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TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

of 2at per page; 25 total records (@)
Approval Type:[Approver ~| Initials: | m

2022.4.1 ©2023 Tyler Technologies, Inc.

To finalize the approvals you have selected, scroll to the bottom of the page, put your initials in the
initials box, and Click Approve
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TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS
FUTURE TIME OFF REQUESTS

UNDER SUPERVISOR ACTIONS, CLICK ON ‘MANGE TIME OFF’ BUTTON ON LEFT SIDE

5 Manage Time-Off X ™ Inbox (6] - vembrundage@gmal X | + vooo— b

« C & executime.dofgov.mp:7140/ExecuTime/TimeGifRequestList action?userSelection=true&iselectedEmployeeFilter=-1 awx 0@ :

Time & Attendance

Suparvisor actions

MACARANAS ELi~ | % # %K Time-Off Request Tuesday, May 30 2023 9:44:11 PM

Wbendingony  Pay Parioc: [T Tme Frame: oniazezs 1o somvaors 73 o I

Actions Balance Employeeid  Name ' o v Duwation ReMENING oy inays Type Statws  Creation date

Dashboard

Showing (20 | per page; 2 total records
Employe time summary

Balance

Manage time-oft

70 O 2496 @ DAVIS SHALEE M (4485) Fri  05/26/2023 0730 8O0 7250 Wours | CO(ANNUAL 0 e
Manage hours ruest 70 O 1738 @ MACARANAS,ELOIDAC(1738) Fri  05/19/2023 07:30 800 4000 Hows  JERMNNUAL O osmmia
Employee time maintenance Gomment

Who Is here? Showing 20 | par page; 2total records | Approve ] oeciine |
Transaction audit

GeoData audit

Approval sudit

Attendance sudit

Time approvals

2023 Tler Technologies, Inc

CLICK ON CHECK BOX, ENTER COMMENT, THEN CLICK ON APPROVE BUTTON.

gk Manage Time-Off X M Inbox (6) - vembrundage@amal X | 4 v - X

¢ C @ executime.dof govmp:7140/ExecuTime/TimeOffRequestlist actionZuser: eBiselectedEmployeeFilter=-1 a e v 0@ :
Time & Attendance

Supervisor actions

WA

ANAS ELiw | @ # 3% Time-Off Request Tuesday, May 30 2023 9:48:25 PM

Actons  Balance Employeeid  Name Doy Stanttime - = . Craation date

Dashboard

Showing 20 | per page: 2total records
Emplayee time summary

Manage time-off

/70 © 4285 @ DAVIS. SHALEE M [4456) Pl 05/26/2023 07.30 800 7250 Hours e © sz
Manage hours request B 70 © 1738 @ MACARANAS, ELOIDAC(1738) Fri  05/19/2023 07:30 800 40000 Hours :gij‘é;‘“““ Q oot
Employes tima maintenance Comment

Transaction sudit
GeoData audit
Approval audit

Attendance audit

Time approvals

EMPLOYEE WILL SEE TIME OFF REQUEST IS APPROVED WHEN VIEW UNDER TIME OFF REQUEST.
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TIME AND ATTENDANCE TIME ENTRY AND TIME OFF REQUESTS

M Request X M Inbox (6] - vembundage@gmar X | 4 v - =] x

iontuserSelection=tr eFilter=trueds:

< C @ executimedofgov.mp7

Time & Attendance ST ENVIRONMENT

Employes actions

fExecuTime/MyTimeOffRequestLis

G [G5H0ws v 3 Time-Of Request Tuesday, May 30 2023 10:21:16 PM

Clack injout Employee: DAVIS, SHALEE M (4486) =
Showing (23 | per pags: 1 total records
My calondar

T—— aats DAV, SHALEE W {4506) PR Pe— won AL ® omsmame
Timashant ey Comment
Shawing (20 v |per page; 1 total records.
Time sumrary
PSR-
E—
———

Haurs request

Time apprava

TIME OFF WILL DISPLAY ON TIME CARD INQUIRY AND TIMESHEET ENTRY

% Employee Time Inquiry X M Inbox () - vernbrundage@amall X | + v =

imelnquiryCurrent.action a g x 0@ :

» Time & Attendance TEST ENVIRONMENT

Employee actions

€« C' @ executimedofgov.mp:7140/ExecuTime

v | @ /% Time Card inquiry Tuesday, May 30 2023 10:25:01 PM

Clock injout PTEEN LT poevious perion HisToRY

My calendar Employee: DAVIS, SHALEE M (4486) [}

Time card inquiry Pay Period: 05/21/2023 00:00 - 06/03/2023

[Cbopi ] ormire | et i | e |t | s | 7o |
Timeshesteny 0.00 0.00 800 (0.00) 0.00 000 0.00 800
Time summary Showing (20~ per page: 1 total records gy =y
Benefits summary Codes CODE
1676
Benefits calendar ° Fi 0526/2023 e 800 0.00 800 60D 800 000 iy
ANALYST)
Time-off request Showing [20_v |per page: 1 total records
Hours request
Time approval
TIME OFF WILL ALSO DISPLAY ON AND TIMESHEET ENTRY
g Timesheet X M Inbox (6) - vernbrundage@gmail X | + v - x
€« C @ executime.dof.gov.mp:7140/ExecuTime/TimeSheetCurrent.action?roleBasedTaskld=38 aQ 2 % 0O e :

Time & Attendance TEST ENVIRONMENT

Employee actions

4486 DAVIS ~| #* # 3  TimesheetEntry Tuesday, May 30 2023 10:30:02 PM
oo [
My calendar Employee: DAVIS, SHALEE M (4436) ]
Time card Inquiry Pay Period: 05/21/2023 - 06/03/2023
Timesheet entry -]
© Actions Date i StartTime | ; EndTime fooinn Amount [0.00] Activity Codes Allocation Code
Time summary [HH:MM or HH.MM] .
- ® Hours
Fri 05/26/2023 07:30 300 (ANNUAL LEAVE)  ~ c
Benefits summary oe ! =l 8.00 : .

(SRR NIRRT Duplicate timesheet from history | Save || eset |

Benefits calendar
Time-off request
Hours request

Time approval

02241 ©2023 Tyler Technologies, Inc
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